BOARDMEMBERADMINISTRATIVE
PROCEDURE MANUAL

N

E nevada

state contractors board



Contents

Chapter 1. Introduction

Chapter 2. Board Meeting Procedures

Frequency Of MEETINGS .....ccccvieeeeiieieciieeeiieeeeereeeeieeeessereessraeessaaeeessaeeesssnesssssneannns 2
Board Member Attendance at Board Meetings ........ccceevveeeeerrieeniieenieeenieenseeesineennne 2
Public Attendance at Board Meetings.......c.cccevuervuereerrienseenseenieenieeeeneeeeeseeseeseenne 2
(015703 it § 1 o WSS PUPR U 2
AZENAA TEEIMNIS ..euvieeiieeiieiieeete ettt et e ste e s te e st e e s aeesaeesbeesbeesssaesesssaessaessseesnsaean 3
NOLICE Of MEELINES ......eeiuienieiieeieeteeteete ettt e et e et s e et s e st e s b e e eesaeeas 3
RECOTA Of MEETINGS ....ceveeuieiieiieeiieeiteeit ettt sttt sttt e st e st e saeesaeeeae 3
RECOTAINGS ..ttt ettt ettt se et e bt s b et s b e sbe e sbeesesanees 3
MEEHING RUIES ...cocuviieiiieiiecieccte ettt ettt s e et e s sae e s saeessteessraeraeessaessseesssaennns 3
DiSCIPINATY ACHIONS. ..ciiuvieieiiieeeiiieieiiee et e eerteeesaeeeesaeeesseaeessrbaesssssaeessssaerssesnssnes 3
J2010) TG @703 118 14 1<) o | SRR 4

Chapter 3. Travel & Salary Policies & Procedures

Travel APPIOVAL ......eecvieiiiieiiecieeeieeeee ettt ete e et e e sere e s ae s seessrae e aessaesssnesssnennns 5
Travel ATTanZEIMENTS .....ccccvieieiieeeeiiieeeiteeeeeeeesee e e ste e s sraeessaeeeessaeesssaeessseennseeanns 5
TTAVE]L CLAIIMIS ...uvvvveeeeieiieeeeeeeecireeeeeeecrtreeeeeeenrereeeeeenrreeeeeeeenrsseeeessensseesnsnssesessensnnees 5
SaAlary Per DIBIM ..ccc.eviiiieiiiieceiieeccieee ettt e e eee e e etee e e sete e e s tae e s s rae e s asaeesenaaeesnsnneeennns 5

Chapter 4. Selection of Officers & Committees

EleCtion Of OffiCETS .uuvviiiiiieiriieieceieeee et eetreee e e eeenreeeeeeesnreeeeesesnsaneeeseenssnseeenns 7
OFfiCEr VACAIICIES ...vvvvvreeeeerirerieeeeeiirreeeeeeeetreeeeeeeesreeeeesesssseseeseessssessessessesssssssaseessens 7
Committee APPOINTIMENTS.....ceiiiieeiiiiieiieeiireeeeeeetre e e e e erre e e e eeenee e e e e e ereeeeeesenneaenns 7
Attendance at Committee MeetingsS.......coceerruierrieriierrieniierrieeereesreesreesaeeseeesaees
Participation at Committee MeEEtINGS ..cccouveerrrurrererieeeeiieeeniieeeeiteeeerreeeessreeesssneeenane

Chapter 5. Board Administration & Staff
Board AdminisStration........ccceecueeriieeriiieniiiinitereeeseese ettt a e ere e 8
BOArd BUAZEL ...ccouveieiiieiiiiiieeiteeteet ettt ettt et s ae s esanas 8
Strategic PIANNINE......cooiiiiiieieee e 8



N

nevada-

state contractors board

Contents

LeZISIAtION . ..cueiitieieetee ettt ettt e b e bt r e ne e s 8
Communication, Other Organizations & Individuals..........cceceereieniiniiniiniinieneenne 8
Public or News Media INQUITIES.....ccceeerueieiiieririeeiiieeieeeseeseeeeeeeeereeseaeesaeessseesseens 9
1210 (0) 1 T2 iy OO OO 9

BUSINESS CATAS ...cciiiiiiiieieieeeeeeeeeeee e ettt e e e e e e e e e e eeeeessssssssssssssssseeeeeeeeeeeas 9

LetterNEad .......evvveeeeeeeeeee ettt e e e e e e b e e e e eeree e e e snraeeeesennnns 9
Executive Officer EVAlUAtiON ......ccuvvveiieieieiieiceeieeee et ceerreeeeceeernneeeeeeensnneeeeens 9
BOATA STAfF ....oveeeeeieieee et e ee b eee e be s e arbaa e e e senanraneeeeenn 9

Chapter 6. Other Policies & Procedures

Board Member TTraiNing........cccceeeererreenerreeneeseeseesee st essee e ssre et e sseesseesneesseenes 10
Board Member Disciplinary ACHONS. ....cc.cevueeeerieniierienieniente ettt 10
Removal of Board MEMDETS.........ccceeueirieeriieinieiiieisieenieesteesseesaeesseessseessessseens 10
Resignation of Board MemDbETS.........cccueeiueriieriieniienienieeieeieete sttt 10
CONTICE Of TNTETEST.c.uviiiiiiiiieeiieeceeecteecte ettt ae e sae e s ae e s aeesbeesveeas 10
Incompatible ACHVITIES......cerierieeieeieeieete ettt ettt ettt et s e s ne e 11
Contact With APPLCANTS .....eeeeuieiiieieieccieecteecte et et esae e saeeseaeessreesaseenns 11
Gifts from APPICANES .....eecieeeiieiieecieeceeeeee ettt eeeeae e s ae e s aeessaeesseessseenns 11
Request fOr RECOTAS ACCESS....uuiiriuuiiiriieiieiieeeeieeeeeteeeesreeessneeessreeeesssseesssseeessssesans 12
Ex Parte COmMmMUNICATIONS...c..uerrierrierrieenieerieesteesteeeteesteesreesreesressseesaseesaseens 12

Chapter 7. Departmental Overviews

EXECULIVE OffiCET ... .uviieiiiiecieeeee ettt e et e e et e e e e eaaeesre e e e naeeenns 13
ACCOUNTINE .ttt ettt et s et st st st e s esbesesbesesaesesbesennesenaeenns 14
| RN (0] 1<) 00 <3 0| TSRO PT U 15
Information TeChNOlOZY ........ccotiriiriiniinieeieeteeee ettt 16
| DTS 41531 o LU PPN PPRRRPPPRIIP 17
Public INfOrmation .........cocueeierieriienieeieeteeteetee ettt ettt eae e es 18
Organizational Chart ..o e s sae e e aaee e 19
Communication Protocol ...ttt 20
Abbreviations & Acronyms Glossary Communication Protocol ..................... 22



N

nevada-

state contractors board

Overview

The Nevada State Contractors Board (NSCB) was created by Nevada Legislature in 1941. The
enabling statutes state that the legislative intent is to “promote the public confidence and trust
in the competency and integrity of licensees and to protect the health, safety, and welfare of the
public.” Today, NSCB is one of the boards and commissions within the Executive Branch.

The Board is comprised of seven members. By law, six are contractor members and one member
is a public representative. Board members fill non-salaried positions, but are paid $150 per day
for each meeting day and are reimbursed for travel expenses.

This procedure manual is provided to Board members and contains important laws, regulations,
and Board policies in order to guide the actions of the Board members and ensure Board
effectiveness and efficiency.

General Rules of Conduct
« Board members shall not speak or act for the Board without proper authorization.

« Board members shall maintain the confidentiality of confidential documents and
information.

+ Board members shall commit the time to prepare for Board responsibilities.
« Board members shall recognize the equal role and responsibilities of all Board members.

« Board members shall act fairly, be nonpartisan, impartial, and unbiased in their role of
protecting the public.

« Board members shall treat all applicants and licensees in a fair and impartial manner.

« Board members’ actions shall serve to uphold the principle that the Board’s primary mission
is to protect the public.

« Board members shall not use their positions on the Board for personal, familial, or financial
gain.



Frequency of Meetings
(NRS 624.080-090)

« The Board shall meet as necessary for the purpose of transacting such business as may properly
come before it. The Board currently meets once a month, with the exception of December.

« Special meetings of the Board may be held at such times as the Board may provide in its bylaws.
« The Chair or four members of the Board may call a special meeting at any time.

« Due notice of each meeting and the time and place thereof shall be given each member in the
manner provided by the bylaws.

Board Member Attendance at Board Meetings
(Board Policy)

Board members shall attend each meeting of the Board. If a member is unable to attend, he or she
must contact the Board Chair or the Executive Officer and ask to be excused from the meeting for a
specific reason.

Public Attendance at Board Meetings
(NRS 241 et seq.)

Meetings are subject to all provisions of the Open Meeting Law. This act governs meetings of the
state regulatory boards and meetings of committees of those boards where the committee consists
of more than two members. It specifies meeting notice and agenda requirements and prohibits
discussing or taking action on matters not included in the agenda.

If the agenda contains matters which are appropriate for closed session, the agenda shall cite the
particular statutory section and subdivision authorizing the closed session.

Quorum

Four of the members of the Board constitute a quorum of the Board for the transaction of business.
The concurrence of a majority of those members of the Board present and voting at a meeting duly
held at which a quorum is present shall be necessary to constitute an act or decision of the Board.
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Agenda Items
(Board Policy)

Any Board member may submit items for a Board meeting agenda to the Executive Officer 15 days
prior to the meeting.

Notice of Meetings
(NRS 241 et seq.)

According to the Open Meeting Law, meeting notices (including agendas for Board meetings) shall be
posted and sent to persons on the Board’s mailing list at least three working days in advance. Notice
shall be given and also made available on the Internet at least three working days in advance of the
meeting.

Record of Meetings
(NRS 241.035)

The minutes are a summary, not a transcript, of each Board meeting and are public record. They
shall be prepared by the Board staff and submitted for review by Board members before the next
Board meeting. Board minutes shall be approved at the next scheduled meeting of the Board. When
approved, the minutes shall serve as the official record of the meeting.

Recordings
(Board Policy & NRS 241.035(4))

The meetings shall be recorded.

Meeting Rules
(Board Policy)

To the extent that it does not conflict with state law, e.g., Open Meeting Law, the Board will use
Robert’s Rules of Order as a guide when conducting meetings.

Disciplinary Actions

(NRS 624.140)

The Board delegates its authority to hear disciplinary cases and license denial hearings to
Administrative Law Judges (ALJ).



Public Comment
(Board Policy)

Due to the need for the Board to maintain fairness and neutrality, the Board shall not receive any
substantive information from a member of the public regarding matters that are currently under or
subject to investigation or involve a pending criminal or administrative action.

3.

If, during a Board meeting, a person attempts to provide the Board with substantive
information regarding matters that are currently under or subject to investigation or involve
a pending administrative or criminal action, the person shall be advised that the Board
cannot properly consider or hear such substantive information and the person shall be
instructed to refrain from making such comments.

If, during a Board meeting, a person wishes to address the Board concerning alleged errors
of procedure or protocol or staff misconduct involving matters that are currently under or
subject to investigation or involve a pending administrative or criminal action, the Board will
address the matter as follows:

«  Where the allegation involves errors of procedure or protocol, the Board may
designate its Executive Officer to review whether the proper procedure or protocol
was followed and to report back to the Board.

«  Where the allegation involves significant staff misconduct, the Board may designate
one of its attorneys to review the allegation and to report back to the Board.

As permitted by the Open Meeting Law, the Board may make time, place, and manner
restrictions upon a person’s right to address the Board. Should a person become willfully
disruptive to the point that the meeting’s orderly conduct is made impractical, the Board
may have the person removed.



Travel Approval

Board members shall have Board Chair approval for all travel except for regularly
scheduled Board and committee meetings to which the Board member is assigned.

Travel Arrangements
(Board Policy)

Board members are encouraged to coordinate travel arrangements with the Executive
Officer’s Assistant.

Travel Claims
(NRS 624.140)

Rules governing reimbursement of travel expenses for Board members are the same
as for staff. All expenses shall be claimed on the appropriate travel expense claim
forms. The Executive Officer’s Assistant maintains these forms and completes them
as needed. It is advisable for Board members to submit their travel expense forms
immediately after returning from a trip and not later than one month following the
trip.

Salary Per Diem
(NRS 624.140)

Compensation in the form of salary per diem and reimbursement of travel and other
related expenses for Board members is governed by NRS 624.140.

N

nevada-

state contractors board



CHAPTER 3. Travel & Salary
Policies & Procedures

In relevant part, this section provides for the payment of salary per diem of not more than $150
per day while engaged in the business of the Board that the Board member may be reimbursed
for traveling and other expenses at a rate not to exceed the rate provided for state officers and
employees.

Accordingly, the following general guidelines shall be adhered to in the payment of salary per
diem or reimbursement for travel:

1.

No salary per diem or reimbursement for travel-related expenses shall be paid to Board
members except for attendance at official Board or committee meetings, unless a substantial
official service is performed by the Board member. Attendance at gatherings, events,
hearings, conferences or meetings other than official Board or committee meetings in which a
substantial official service is performed shall be approved in advance by the Board Chair. The
Executive Officer shall be notified of the event and approval shall be obtained from the Board
Chair prior to Board member’s attendance.

The term, “while engaged in the business of the Board,” as is expended from the
commencement of a board meeting or committee meeting to the conclusion of that meeting.
Where it is necessary for a Board member to leave early from a meeting, the Board Chair shall
determine if the member has provided a substantial service during the meeting and, if so, shall
authorize payment of salary per diem and reimbursement for travel-related expenses.

For Board-specified work, Board members may be compensated for actual time spent
performing work authorized by the Board Chair. That work includes, but is not limited to,
authorized attendance at other gatherings, events, meetings, hearings, or conferences, and
NASCLA or FARB committee work. That work does not include preparation time for Board or
committee meetings. Board members cannot claim salary per diem for time spent traveling to
and from a Board or committee meeting.

Board Member Procedure Manual| 2019
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CHAPTER 4. Selection of Officers &
Committees

Election of Officers
(NAC 624.070)

The Board shall elect the officers at the first meeting of the fiscal year. An officer may be re-elected
and serve for more than one term.

Officer Vacancies
(NAC 624.090)

If an office becomes vacant during the year, an election shall be held at the next meeting. If the
office of the Chair becomes vacant, the members shall choose one member to act as the temporary
Chair.

Committee Appointments
(Board Policy and NRS 624.100)

The Chair shall establish committees, whether standing or special, as he or she deems necessary.
The composition of the committees and the appointment of the members shall be determined by the
Board Chair in consultation with the Executive Officer.

Attendance at Committee Meetings
(Board Policy)

If a Board member wishes to attend a committee meeting of which he or she is not a member,

the Board member shall obtain permission to attend from the Board Chair and shall notify the
committee chair and staff. Board members who are not members of the committee that is meeting
cannot vote during the committee meeting. If there is a quorum of the Board at a committee
meeting, Board members who are not members of the committee must sit in the audience and cannot
participate in committee deliberations.

Participation at Committee Meetings

When a majority of the members of the Board are in attendance at an open and noticed meeting of
a standing committee, members of the Board who are not members of the standing committee may
attend only as observers. Board members who are not members of a committee where a majority
of the members of the Board are present, cannot ask questions, talk, or sit with the members of the
committee at the meeting table.

2019 Board Member Procedure Manual 7



Board Administration

Board members should be concerned primarily with formulating decisions on Board policies rather than
decisions concerning the means for carrying out a specific course of action. It is inappropriate for Board
members to become involved in the details of program delivery. Strategies for the day-to-day management
of programs and staff shall be the responsibility of the Executive Officer.

Board Budget
(Board Policy and NRS 624.150)

The Treasurer shall serve as the Board’s budget liaison with the Executive Officer and shall assist the
Executive Officer in the monitoring and reporting of the budget to the Board. The Executive Officer will
conduct an annual budget briefing with the Board with the assistance of the Treasurer.

The Executive Officer shall communicate all budget issues to the Administration and Legislature.

Strategic Planning
(Board Policy)

The Board shall have overall responsibility for the Board’s Strategic Planning process. The Board will
conduct an annual strategic planning session and may utilize a facilitator to conduct the strategic planning
process.

Legislation
(Board Policy)

In the event that time constraints preclude Board action, the Board delegates to the Executive Officer the
authority to take action on legislation that would change the Contractor’s License Law, impact a previously
established Board policy, or affect the public’s health, safety, or welfare. Prior to taking a position on
legislation, the Executive Officer shall consult with the Board Chair. The Board shall be notified of such
action as soon as possible.

Communication, Other Organizations & Individuals
(Board Policy)

All communications relating to any Board action or policy to any individual or organization, including but
not limited to NASCLA, FARB, and CLEAR shall be made only by the Executive Officer. Any Board member
who is contacted by any of the above should immediately inform the Executive Officer of the contact. All
correspondence shall be issued on the Board’s standard letterhead and will be created and disseminated by
the Executive Officer.
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Public or News Media Inquiries
(Board Policy)

All technical, licensing, or disciplinary inquiries to a NSCB Board or committee member from
applicants, licensees, or members of the public should be referred to the Executive Officer. Contact of
a Board or committee member by the news media should be referred to the Executive Officer.

Stationary
(Board Policy & NRS 624.120)

e Business Cards
Business cards will be provided to each Board member with the Board’s name, address, telephone
and fax number, and website.

¢ Letterhead
Only correspondence that is transmitted directly by the NSCB office may be printed or written on
NSCB letterhead stationary. Any correspondence from a Board or committee member requiring
the use of NSCB stationary or the NSCB logo should be transmitted to the Executive Officer for
finalization and distribution.

Executive Officer Evaluation
(NRS 624.140)

Board members shall evaluate the performance of the Executive Officer on an annual basis and
determine his or her salary.

Board Staff
(NRS 624.115)

Employees of the Board are at-will employees. Their employment, pay, benefits, discipline,
termination, and conditions of employment are described in the Employee Handbook. Because of

this complexity, it is most appropriate that the Board delegate all authority and responsibility for
management of the staff to the Executive Officer. Board members shall not intervene or become
involved in specific day-to-day personnel transactions. All employees are required to have a minimum
of 16 hours of training per year.



CHAPTER 6. Other Policies & Procedures

Board Member Training
(NRS 622.200)

Board members are required to receive 24 hours of training, such as those topics provided by the
Attorney General on his or her duties, and other topics including, but not limited to regulatory
responsibility, ethics training, and administrative policy.

Board Member Disciplinary Actions
(Board Policy)

A member may be censured by the Board if, after a hearing before the Board, the Board determines

that the member has acted in an inappropriate manner. The Chair of the Board shall sit as chair of the
hearing unless the censure involves the Chair’s own actions. In accordance with the Open Meeting Law,
the censure hearing shall be conducted in open session.

Removal of Board Members
(NRS 232A)

The Governor has the power to remove from office at any time any member of any board appointed by
him or her for continued neglect of duties required by law or for incompetence or unprofessional or
dishonorable conduct.

Resignation of Board Members
(NRS 232A.020)

To resign, a Board member shall send a letter to the Governor with the effective date of the resignation.
Written notification is required by state law. A copy of this letter shall also be sent to the Board Chair
and the Executive Officer.

Conflict of Interest
(NRS 281A)

Board members are public officers and their conduct is governed by the ethics in government. No Board
member may make, participate in making, or in any way attempt to use his or her official position to
influence a governmental decision in which he or she knows or has reason to know he or she has a
financial interest. Any Board member who has a financial interest shall self-disqualify him or herself
from making or attempting to use his or her official position to influence the decision. Any Board
member who feels he or she is entering into a situation where there is a potential for a conflict of interest
should immediately consult the Executive Officer or the Board’s legal counsel.

10 Board Member Procedure Manual| 2019
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CHAPTER 6. Other Policies & Procedures

Incompatible Activities
(NRS 281A)

Following is a summary of the employment, activities, or enterprises which might result in or create the
appearance of being inconsistent, incompatible, or in conflict with the duties of state officers:
« Using the prestige or influence of a state office or employment for the officer’s or employee’s private
gain or advantage, or the private gain or advantage of another.

« Using state time, facilities, equipment, or supplies for the officer’s or employee’s private gain or
advantage, or the private gain or advantage of another.

« Using confidential information acquired by the virtue of state employment for the officer’s or
employee’s private gain or advantage or advantage of another.

« Receiving or accepting money, or any other consideration, from anyone other than the state for the
performance of an act which the officer or employee would be required or expected to render in the
regular course of hours of his or her state employment or as a part of his or her duties as a state officer
or employee.

« Performance of an act other than in his or her capacity as a state officer or employee knowing that
such an act may later be subject, directly or indirectly, to the control, inspection, review, audit, or
enforcement by such officer or employee of the agency by which he or she is employed. (This would
not preclude a contractor industry member of NSCB performing normal functions of his or her
occupation.)

« Receiving or accepting, directly or indirectly, any gift, including money, any service, gratuity, favor,
entertainment, hospitality, loan, or any other thing of value from anyone who is seeking to do business
of any kind with the state or whose activities are regulated or controlled in any way by the state, under
circumstances from which it reasonably could be inferred that the gift was intended to influence him or
her in his or her official duties or was intended as a reward for any official action on his or her part.

The limitations do not attempt to specify every possible limitation on activity that might be determined
and prescribed under the authority of Ethics in Government Law.

Contact with Applicants
(NRS 233B)

Board members shall not intervene on behalf of an applicant for licensure for any reason. They should
forward all contacts or inquiries to the Executive Officer.

Gifts from Applicants
(NRS 281A)

Gifts of any kind to Board members or staff from applicants for licensure with the Board shall not be
permitted.

2019 Board Member Procedure Manual 1



Request for Records Access
(Board Policy)

No Board member may access the file of a licensee or applicant without the Executive Officer’s knowledge
and approval of the conditions of access. Records or copies of records shall not be removed from NSCB’s
office.

Ex Parte Communications
(NRS 233B)

»

The Administrative Procedures Act contains provisions prohibiting ex parte communications. An “ex parte
communication is a communication to the decision-maker made by one party without participation by the
other party. While there are specified exceptions to the general prohibition, the key provision is found in
NRS 233B.126, which states:

“Unless required for the disposition of ex parte matters authorized by law, members or employees
of an agency assigned to render a decision or to make findings of fact and conclusions of law in a
contested case shall not communicate, directly or indirectly, in connection with any issue of fact,
with any person or party, nor, in connection with any issue of law, with any party or the party’s
representative, except upon notice and opportunity to all parties to participate. An agency member
may, subject to the provisions of NRS 233B.123:

1. Communicate with other members of the agency.

2. Have the aid and advice of one or more personal assistants.”

Board members are prohibited from an ex parte communication with Board staff involved in an
investigation while an investigation is pending. Occasionally, an applicant who is denied licensure or a
licensee against whom disciplinary action is being taken will attempt to directly contact Board members.

If the communication is written, the person should read only far enough to determine the nature of the
communication. Once he or she realizes it is from a person regarding a contested matter or investigation,
they should reseal the documents and send them to the Executive Officer.

If a Board member receives a telephone call from an applicant or licensee against whom an action is
pending, he or she should immediately tell the person they cannot speak to them about the matter. If the
person insists on discussing the case, he or she should be told that the Board member will be required to
recuse him or herself from any participation in the matter. Therefore, continued discussion is of no benefit
to the applicant or licensee.

If a Board member believes that he or she has received an ex parte communication, he or she should
contact the Executive Officer.

12
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EXECUTIVE OFFICER
(NRS 624.140; NAC 624.030)

The Executive Officer is appointed by the Board and reports to the members of the Board. Primary
responsibilities include executing the provisions of NRS and NAC Chapter 624 and overseeing all
operations of the Board.

Oversees the office and Board personnel,
including creation and management of the
Board’s operating budget, personnel benefits,
and related matters.

Responds to requests from the Administration,
Legislature, and other political subdivisions.

Oversees the implementation of Board-directed
policies, regulations, and statutory initiatives.

Maintains files and records of all pleadings,
recorded evidence, and exhibits of the Board.

Makes information on the State’s licensed
contractors available to the public.

Meets with the Board to develop an annual
strategic plan and vision to guide the Board’s
operations.

Guides the Board’s succession planning
initiatives and adapts such strategies to
environmental changes that have the potential to
impact Board operations.

Provides a quarterly report to the Board
highlighting the activities undertaken addressing

the statistical data collected for the various
departments, and providing a detailed financial
report on the Board’s operating budget.

Signs decision and orders in contested and
uncontested matters on behalf of the Board.

Coordinates all meetings of the Board and is
responsible for posting notice of each meeting in
accordance with statutory rules.

Responsible for adhering to all applicable
chapters within the Nevada Revised Statutes as
they relate to the oversight of a regulatory body.

Coordinates a variety of training for Board
members and staff, respectively.

Engages in the legislative session to uphold

the Board’s position on legislative matters,
testifying before legislative committees, meeting
with policy makers, and communicating with
stakeholders.

Represents and speaks on behalf of the Board in
all capacities of the position.

13



ACCOUNTING
(NAC 624.030)

The Accounting Department falls under the administrative operations of the Board and reports directly to the
Executive Officer. Primary responsibilities include oversight and maintenance of the Board’s budgetary and
personnel matters, including payroll, insurance coverage, employee benefit options, and Board expenses.

Processes payroll, completes payroll tax deposits
on a biweekly basis, and prepares the required
quarterly payroll tax returns.

Prepares and maintains required applications
for insurance coverage for protection against
property losses and potential liabilities.

Arranges for the annual audit of the Board’s
accounts and directs the preparation and issuance
of the Board’s annual audit report.

Prepares and submits an annual budget to the
Board, Department of Administration, Governor
and Legislature for approval.

Compiles and analyzes financial information to
prepare entries to accounts, such as general ledger
accounts, documenting business transactions.

Analyzes financial information detailing assets,
liabilities and fund balance, and prepares balance
sheets, income and expenditures with budget
comparison statement and other reports to
summarize current and projected Board financial
position. This data is presented to Board
Members on a quarterly basis.

Reviews contracts, orders, vouchers and invoices
in preparation of payment.

Reviews and prepares purchase orders, accounts
payable checks, refund checks and Recovery Fund

14

checks.

Establishes, modifies, documents and coordinates
implementation of accounting control procedures.

Prepares monthly bank reconciliations for Board’s
bank accounts and cash bond accounts.

Maintains and updates records of health
insurance coverage, pension plan and personnel
transactions, such as hire dates, promotions,
transfers, performance reviews and terminations.

Prepares and files reports of accidents and
injuries at Reno location and prepare reports for
insurance carrier.

Maintains personnel files and record employee
information to document personnel actions such
as personal data, compensation, benefits, tax data,
attendance, performance reviews or evaluations
and termination date and reason.

Tracks payments of fines and investigative costs.

Reviews and transmits a listing of unpaid fines
and investigative costs to the Controller’s office
and their collection agencies.

Reviews and verifies vehicle maintenance records,
comparing maintenance and gas receipts with
actual billing.



ENFORCEMENT
(NRS 624.112)
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The Investigations Department consists of a compliance division (licensed contractors), criminal division
(unlicensed contractors), and fraud unit. The Board enforces the provisions of NRS 624 through the
Investigations Department and handles approximately 1,700 complaints against licensed contractors and
approximately 1,200 complaints against unlicensed contractors annually.

Compliance Division

Investigates complaints of substandard
workmanship or abandonment, and may issue
Notices to Correct if issues are validated.

Investigates money owing complaints and
conduct administrative meetings to aide in the
resolution of disputes.

Investigates administrative and industry
regulation violations of NRS 624, such as
working out of scope, failure to disclose
information, bidding beyond the monetary limit,
etc.

Conducts investigations based on requests for
construction defect opinions.

Conducts Residential Recovery Fund
investigations and make recommendations to the
Residential Recovery Fund Committee.

Conducts Business Reviews as directed by the
Board, which includes an in-depth look at the
financial stability.

Provides testimony and evidence at Disciplinary
Hearings, including investigative findings,
criminal background histories, etc.

TRAINING
(NAC 624.137)

Criminal Division

Investigates unlicensed contractor complaints;
issue administrative citations, cease and desist
orders, and file criminal charges with District
Attorney Offices throughout the state.

Conducts proactive sting operations against
unlicensed contractors.

Investigates administrative/industry regulation
violations of NRS 624.

Conducts background investigations of licensees,
applicants, and new employees.

Issues misdemeanor criminal citations for
unlicensed contracting.

Provides testimony and evidence at criminal
trials and disciplinary hearings.

Fraud Unait

Investigates allegations of construction fraud,
including, but not limited to theft, diversion
of funds, and obtaining money under false
pretenses.

Issue subpoenas for records to establish
investigation evidence, interview persons of
interest, and coordinate criminal prosecution
with local, state and/or federal law enforcement.

Investigators are required to have 16 hours of annual training related to law enforcement or construction.
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INFORMATION TECHNOLOGY

The IT Department reports to the Executive Officer and operates and maintains technical components,
implements policy and procedures, manages and executes projects, and provides short-term and long-term

strategic planning of IT capital assets and services.

Operations

e Provides end-user support to staff by
troubleshooting issues; to customers experiencing
difficulties online with the Board’s website and
online renewal database; and to management by
generating reports from internal databases.

» Monitors the security, availability, capacity
and performance of the Board’s technology
infrastructure.

» Troubleshoots all technical issues and works with
third party vendors to aide in recovery of external
issues.

» Executes data interchanges with third parties, as
required, including establishment of data transfer
systems and procedures.

e Operates data backup and restore services to
protect the Board’s data.

Policy and Procedure

» Oversees, monitors and sets access controls to
make data and applications available or restricted
as requested from management.

» Maintains physical access controls at the
Henderson office.

» Performs website and e-mail filtering to ensure
appropriate security and accessibility among all
staff.
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Strategic Planning

Oversees the Board’s network capabilities and
makes recommendations on resources needed to
sustain or expand these functions.

Forecasts maintenance issues, upgrades, and
overall status of servers for future planning
purposes.

Generates ideas, policies, and related
information on the Board’s use and expansion of
telecommunication services and devices.

Monitors the Board’s VPN/remote access systems
and communicates issues for resolution or
improvement.

Technical Components

Internet asset management [e.g., domain names,
public DNS]

Network security [e.g., network firewalls, web and
email gateways]

System security [e.g., antivirus/antimalware]
Wide & Local Area Networks (WAN/LAN)
Storage

Backup

E-mail

Fax

Active Directory

Application Software & Databases

Business Intelligence and Reporting
Telecommunications [e.g., PBX and
videoconferencing equipment]

Network and voice service providers
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CHAPTER 7. Department Overviews

LICENSING

The Licensing Department reports to the Executive Officer and is primarily responsible for processing
applications for licensure, changes to existing licenses, and maintaining records associated with licensure in
accordance with statutory guidelines and Board policy. The licensing department is charged with all associated
administrative duties concerning licensure, including oversight of the Board’s customer service operations.

Ensures applicants meet the statutory requirements
for licensure, i.e., financial responsibility, general
knowledge of building, safety, health and lien

laws and administrative principles of contracting
necessary for the safety and protection of the
public. In addition, an applicant must meet
experience requirements, pass the appropriate
examinations, provide fingerprints and background
disclosure statements, and provide a surety bond or
cash deposit.

Prepares hearing materials and provides evidence
and testimony concerning application denials.

Conducts financial reviews of licensees in
compliance with NRS 624. Provides appropriate
hearing documents and presents testimony at
hearings.

Responds to requests concerning scopes of work
permitted under the Board’s license classifications.

The licensing department’s customer service
representatives respond to in-person and
telephonic inquiries from the general public
concerning the agency. Functions of the customer
service representatives include mail processing and
cash receipting.

Maintains database records for all licensees
including the issuance and renewal of licenses,
online renewal services and report development.

Responds to subpoenas and other requests for
public records. Maintains licensee records in
compliance with the State of Nevada Records
Retention Schedule.

Oversees examination program and coordinates
with the Board’s examination provider.

Ensures Board meeting agendas and materials
are prepared in accordance with legislative
requirements and Board policy.

Ensures licensees are complying with bond
requirements.

Provides notification and suspension notice
to licensees who fail to comply with industrial
insurance and unemployment laws.

Oversees application process for issuance and
renewal of Certificates of Eligibility to receive
preference in bidding on certain public works
projects.
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PUBLIC INFORMATION

The Public Information Office reports to the Executive Officer and educates and raises awareness among
homeowners, the media, industry representatives, and other groups on the importance and process of hiring
licensed contractors, contracting laws, how to file a complaint, contracting scams and ways to protect oneself,
and also various initiatives being taken by the Board.

Gives educational presentations to various civic
groups and associations regarding the Board
and its services, such as the Military Assistance
Program, Business Assistance Program, Seniors’
Guide to Hiring a Contractor, the Residential
Recovery Fund and more.

Promotes Senior Presentations, which focus
specifically on the elderly communities, and
provides them with information on how to not be
taken advantage of by unscrupulous contractors.
These venues have been opportunities to

partner with other state, local, and legislative
representatives in the delivery of key health and
safety messaging for this demographic.

Develops and distributes press releases to media
outlets regarding newsworthy information, such
as contracting scams, most wanted unlicensed
contractors, tips and resources, disciplinary
actions taken against licensed contractors,
recovering from natural disasters, etc.

Disseminates quarterly newsletters to all licensed
contractors with information pertinent to their
businesses, trades, licensing, permitting, education
and the Board’s enforcement trends.
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Coordinates a Contractor Training Day to provide
licensed contractors and other interested parties
in-depth discussions from local experts on topics
of interest to the industry.

Assists with print and electronic media advertising
to inform the public about NSCB’s messages,
services and accomplishments.

Participates in interviews and panel discussions
with news and radio stations.

Attends home-improvement, crime-prevention
and community forums to alert consumers about
unlicensed contractors.

Develops collateral materials, such as brochures,
flyers and posters to graphically convey the
Board’s messages.

Posts and distributes Industry Bulletins with
important reminders or changes with regard to
NRS/NAC 624 to all licensees.

Assists all departments within the Board, as
necessary, in the development of materials,
collaboration on projects, or communication
messaging to staff.
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PURPOSE:
To establish communication protocol guidelines.
POLICY:

The State Contractors Board is a quasi-state agency created under Chapter 624 of
Nevada Revised Statutes to operate under the executive branch of government. No
Board member is authorized by the statute to act independently from the Board. The
Board must act in accordance with the statutes under which it is created. The Board
must act as a group, in accordance with the open meeting law. NRS 624.090 requires a
four-member quorum before the Board may act. In order to conduct the day-to-day
operation of the State Contractors Board offices and supervision of staff, the Board is
specifically authorized to appoint and delegate certain functions to its Executive Officer.

An individual Board member should not attempt to direct licensing, investigative, or
administrative matters, nor make policy for the State Contractors Board independently
from the Board. It is the “entire” Board as a body that is vested with all of the functions
and duties relating to the administration of Chapter 624. (NRS 624.160).

The Board sets policy, promulgates regulations, and provides direction to its Executive
Officer, who in turn, manages the staff.

Investigations

Individual Board members may not direct that an investigation be initiated.

NRS 624 provides that if a Board member becomes aware that grounds for initiating
disciplinary action against a contractor may exist, the Board member may inform the

Directive 00-02-22
Revised 04-01-11; 08-01-19
Page 1 of 2
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Executive Officer of the allegations, and the Executive Officer, upon receiving such
information shall take such actions as is deemed appropriate. (NRS 624.295).

Board members must avoid becoming involved in any fashion with contested cases or
pending matters, and should not attempt to influence the outcome of any investigation.
Board members should avoid discussing an on-going investigation with the assigned
investigator unless it is presented to the Board as a body. Any involvement, even minor
involvement, could be deemed participation in the investigation of the matter. In addition,
the Nevada Ethics in Government Act (NRS 281A.400 to 281A.550), could mandate
penalties against a Board member, who used his position in violation of the act to gain
some perceived advantage for either a person complaining about a licensee or a
contractor, or applicant being investigated.

This admonition applies to employees as well as Board members. Employees who allow
their position to be used to gain an unwarranted advantage for any person or company,
could also be penalized under the Ethics in Government Act. Board members should not
discuss contested cases and investigative matters until they are presented to the Board
as a body.

Licensing:

Board members might be approached by persons who are interested in obtaining
licenses or making applications to the Board regarding existing licenses. The Board
member should direct the inquiry to the appropriate staff person.

The same provisions of the ethics in government act that apply to matters of
investigations also apply to matters of licensing. If either a Board member or employee
were to commit acts which gain an “unwarranted advantage” for any person, they could
be subject to penalties under the act.

Administrative matters:

Most administrative matters involve the application of established policies and
procedures. It is the Board as a whole that should properly determine such procedures
and policies. One of the dangers in having an individual member direct staff employees
or “micro managing,” is that it may have the effect of the individual Board member setting
policies and procedures. It could also cause the imposition of personal liability upon said
member. Likewise, staff employees should not look to individual Board members for
direction, but should look to the Executive Officer who is charged by the Board for the
day-to-day supervision of the operations of the State Contractors Board offices and
personnel.

This “memorandum of protocol” constitutes the Board’s overall policy and direction on
these matters and should be adhered to by all employees, the executive officer, and
individual Board members alike. Violations of this protocol should be reported to the
executive officer, or to the chairman of the Board, who will bring the matter to the
attention of the full Board for discussion at the next regularly scheduled Board meeting.

Directive 00-02-22
Revised 04-01-11; 08-01-19
Page 2 of 2

21



Abbreviations & Acronyms

ALJ
AG
AGENCY

APA
APP
CB
Chair

Cite
CIU
CJIS
CLEAR

CMS

CNC
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Administrative Law Judge
Office of the Attorney General

Agency, Board, Department,
or Division of the Executive Branch
of State Government

Administrative Procedures Act
Application for Licensure
Contractor’s Bond

Where the term “Chair” is used in
this manual, it will be assumed to
include “his or her designee”

Citation
Compliance Investigations Unit

Criminal Justice Information
System

Council on Licensure Enforcement
and Regulations

Construction Management
Examination

Civil Name Check

CP/CORP
CSR
DAG
DBA
DIR
DO
DOI
DOL
EIN
EO
ESD
FS
FTA
HAZ

IE
IT
JV

Corporation

Customer Services Representative
Deputy Attorney General

Doing Business As

Department of Industrial Relations
Decision and Order

Department of Insurance
Department of Labor

Employee Identification Number
Executive Officer

Employment Security Division
Financial Statement

Failure to Appear

Hazardous Substances Removal
Certification

Industry Expert
Information Technology

Joint Venture



LCB
LEG
LLC
LOC

LP

MOU
NASCLA

NCIC
NCJIS

NSCB
NTA
NTC

OML

Legislative Counsel Bureau
State Legislature, legislative
Limited Liability Company

Line of Credit

Limited Partnership
Memorandum of Understanding

National Association of State Contractors
Licensing Agencies

National Criminal Information Center

Nevada Criminal Justice Information
System

Nevada State Contractors Board
Notice to Appear

Notice to Correct

Net Worth

Open Meeting Law

PIO
PJR
PT
QE
QI
QPT
REG

SAM
SIU
SME
SOS
SSN
WwWC
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Public Information Officer
Petition for Judicial Review
Partnership

Qualified Employee
Qualifying Individual
Qualifying Partner
Regulation

Residential Recovery Fund
Request for Proposal

State Administrative Manual
Special Investigations Unit
Subject Matter Expert
Secretary of State

Social Security Number

Working Capital
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NORTHERN NEVADA

5390 Kietzke Lane, Suite 102
Reno, NV 89511

(775) 688-1141

(775) 688-1271 Fax

SOUTHERN NEVADA

2310 Corporate Circle, Ste. 200
Henderson, NV 89074

(702) 486-1100

(702) 486-1190 Fax

www.nscb.nv.gov



